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PROCESSING PAYROLL 


Purpose: 

To standardize steps to process salaries and payments, timely, efficient and accurate to install 
internal controls and prevent fraud. 

Statement of Policy: 

All salary documents should be received by the payroll officer not later than the 15 th of each 
month which is the cutoff time for submission. 

Ulundi Municipality will process payroll in a timely, efficient and accurate manner consistent 
guided by the following legal framework; 

I. Labour Relations Act (No. 66 of 1995) 

II. Municipal Finance Management Act (No. 56 of 2003) 

III. Income Tax Act (NO. 58 of 1962) 

IV. Guidelines for Employers, 2005, South Africa Revenue Service 

V. Remuneration of Public Office Bearers Act (Act of 1998) 

Procedure: 


Responsibility 

Procedure 

All Departments 

1. Report any absences or employee 
changes during the pay period. 

2. Collect, review and approve all 
attendance register records. 

3. Submit attendance register to 

Payroll Department for processing 
on the last day of the pay period. 

Payroll Department 

4. Review attendance register 

5. Process attendance register 

6. Process pay changes, new hires, and 
terminations. 

7. Input data into payroll system. 

8. Prepare payroll checks, journals and 
tax reports. 

Chief Accountant Expenditure 

9. Review and sign (process checks. 

10. Make direct deposit to bank if 
applicable 

Accountant Payroll 

11. Distribute pay slip as applicable. 





PROCESSING PAYROLL 


Processing Salaries for Employees: 

I. Process new hires, rate changes, deduction changes and terminations. 

a. Obtain Employee Change Forms or Memorandum from Human Resources for New Hires 
Employees etc. 

b. Input applicable payroll and deduction information into the payroll system. 

c. Initial Employee Change Forms when input is complete. 

d. File Employee Change Form in each employee file. 

II. Process tracking records for input into the payroll system. 

a. Obtain tracking records from exempt employees on the day after the end of the pay 
period. 

b. Review tracking records for irregular time tracking that might affect pay or comp time. 

c. Update paid time off (PTO) family and medical leave (FMLA) accounts for all employees. 

d. Batch tracking records for input into the payroll system. 

e. Prepare a batch summary for each batch including total hours, totals for changes in each 
deduction type, totals for rate changes or any other totals that the system will generate 
for you to compare to these inputs. 

f. Input tracking records into the payroll system. Refer to payday software. 

III. Print edit reports from the system. 

a. Compare total hours and other key data totals to batch totals from your batch summaries. 
Do not proceed until batch summaries and report totals agree. 

b. Post the input to the payroll system. 

IV. Print payroll checks and remuneration list. 

a. Refer to payday for procedures and print the checks and remuneration list. 

b. Test the totals on the journals for correctness. 

c. Batch the remuneration list and journals and forward them to the Chief Accountant and 
Expenditure Manager. 

V. Process the checks and journals after signing. 

a. Secure signed reports for filling purposes. 

b. Distribute the pay slip by delivery to supervisors for distribution (Never release a pay slip 
to someone other than the employee). 

c. Prepare the payroll bank account deposit. Fund the payroll account with the total gross 
pay, plus employer retirement, medical insurance, union dues, garnishments, etc. 
(Internal Control Note: Always use a separate payroll checking account to handle the 
payrolls and the payroll taxes. Never handle payroll from the general operating 
account. This will provide added security for the cash balances.) 

VI. Prepare tax deposit and electronically submit using EFTPS system. 

VII. Prepare other deduction checks (e.g. garnishment, insurance payments, retirement 

payments, etc. as applicable) 

VIII. File copies of tax reports and other transmittal forms in the paid bill files. 



EMPLOYEE OVERTIME DETERMINATION 


Purpose: 

To ensure all salaries for employees are compensated for all hours worked according section 
10 of The Basic Conditions of Employment Act 

Statement of Policy: 

An employer may not require or permit an employee to work more than: 

I. Three hours a day, not exceeding 10 hours a week ( Section 10 of The Basic Conditions of 
Employment Act) 

II. Ten hours a week 

III. Forty hours a month 

IV. Overtime does not apply to senior managerial employees 

V. An employer may not require or permit an employee to work overtime except by an 
agreement. 

Procedure: 


Responsibility 

Procedure 

Supervisors and Department Heads 

1. Determine work schedules so as to 
minimize overtime requirements 

2. Signed overtime worked on all 
attendance register. 

Accounting Officer 

3. Approve all overtime in advance of 
time being worked according to 
company policy as outlined in 
employee handbook. 

Payroll Department 

4. Compensate all overtime worked by 
employees based on time either in 
actual pay or in time off in lieu of 
pay (within the same pay period 
that the overtime is worked and 
according to company policy as 
outlined in employee handbook) 




TRAVEL PROCEDURES 


Purpose: 

To ensure all employees are compensated for travel kilometres in accordance with 
Subsistence and Travel Policy and Procedures. 

Statement of Policy: 

This policy applicable to the following; 

I. All Councilors of The Municipality 

II. All Officials of The Municipality 

Who are traveling on the official business and as such are formal travellers of the municipality. 


Procedure: 


Responsibility 

Procedure 

Employee 

1. Record travel kilometers on your S&T 
form as appropriate 

2. Commuting time from home to work 

and from work to home is generally 
not compensable by law. 

EXCEPTION: If the travel is for the 
benefit of the employer. Must be 
pre-approved by supervisor 

Supervisors 

3. Determine if travel kilometers must 
be paid. 

4. Obtain employee's signature on any 
annotation of their S&T record. 




When Travel Time Is Compensable 

Start of Work Day 


When the employee travels from home to the employer's establishment or to their first 
worksite of the day before performing any work, the travel time is not compensable. 

Worked time begins in this case, according to the Department of Labor, at the establishment 
and includes travel from there to the first work site. However, should the employee begin the 
day receiving instructions at home from the employer's dispatcher or traveling to a work site, 
worked time begins with the receiving of assignments or the start of travel, respectively. 

The employer is require to pay the employee for the time spent in driving from home to the 
first work site, or from the employer's establishment to the first work site, whichever is less. 

The End of the Work Day 


When the employee returns to the employer's establishment at the end of the day and then 
travels home, the trip back to the establishment is compensable, but the trip home is not. 

However, should the employee drive the vehicle from the last work site of the day to his or 
her home (thereby taking the employer's vehicle to a secure location), the travel time is 
compensable. 

If the employee voluntarily drives the company vehicle to and from home each day, the 
employer shall pay the employee for the shorter of the time spent driving between home and 
the first/last work site, and the time needed to drive between the establishment and the 
first/last work site. This is in addition to trips between work sites. 


Travel in the Company Vehicle 


Employers are obligated to maintain records of all time spent by employees traveling in 
company vehicles between their homes and service calls. 

It is the employer's responsibility to document such time in order for the Salary and Hour 
division of the Department of Labor to determine whether the employee has been fairly 
compensated. 



Other Travel 


Day Trip : 

Travel time as part of the principal activities or after the employee starts work is compensable. 
In addition, emergency and call-out travel after working a shift is compensable. 

Travel time using employee's vehicle is compensatory except for commuting time from/to 
worker's home and the first/last work site or the worker's principal place of work whichever 
is less. 


Recordkeeping Requirements 

it is important that the employer maintain adequate time records for travel at the beginning 
and end of the work day. (Otherwise Salary and Hour will assert that all the time spent 
traveling between home and work sites is compensable, according to DOL Reference: 
September 7, 1994, Bureau of National Affairs, Payroll Administrators Guide Newsletter.) 



GARNISHMENT PROCEDURES 


Purpose: 

To ensure all garnishment, tax levies and child support orders are handled in compliance with 
applicable laws. 

Statement of Policy: 

All garnishment, tax levies and child support orders received by the company will be processed 
in a timely, accurate and efficient manner in compliance with all applicable state and federal 
laws. 

Procedure: 


Responsibilitv 

Procedure 

Payroll Department 

1. Receive and review all incoming 
orders 

2. Contact worker to give notice of 
order received. Maintain privacy 

3. Obtain sworn statement of 
information required by law 
regarding filing status his/her 
federal income tax return, if 
applicable to prove support of 2 nd 
family in the case of a support order 

4. Prepare schedule of maximum 
withholding limits for each 
garnishment applicable to the 
worker. 

5. Communicate impact of 
garnishment order(s) on worker's 
net pay to worker in writing 

6. Prepare miscellaneous deductions 
for entry into the payroll system to 
effect theorder(s). 

7. Process payment of orders to 
levying body based on their 
remittance guidelines 

8. Inform agencies in writing of any 
reason(s) order cannot be processed 
based on the order guidelines 

9. When required, notify, in writing, 
agencies if employee terminates. 




